
 

Smart Portal- Apply Online Step by Step Process 
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2) Proceed to Site. 

3) Click sign up to Create 

account. 

4) Fill out 

contact 

information 

and review.  

1)Go to the City of Burlington 

home page at 

www.burlingtonnc.gov and 

choose BURLINGTON SMART 

under SERVICES 

Or go directly to: 

https://ci-burlington-nc.smartgovcommunity.com/Public/Home 

http://www.burlingtonnc.gov/


Important: Before moving on, close browser and go to your email to 

verify your account. 

 

 

     

                                           

                                                       

 

рύ Dƻ ǘƻ άaȅ 

tƻǊǘŀƭέ. 

For Infrastructure Permits, 

Use the Engineering Drop 

Down Menu under Category. 

Infrastructure Permits are for 

items such as streets, storm 

drain networks, water lines, 

sewer lines, sidewalks, and 

greenways. 

Select Infrastructure Permit ς ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ōƭǳŜ άƛέ ōǳǘǘƻƴ ŦƻǊ 

help about this permit; otherwise click next at the bottom of the 

page. 

6) Click 

Apply 

Online.  



  

  

Enter the Parcel Address, it must 

be an address in the system.  

You can also enter by a Parcel # 

if that is known.  As you type the 

address it will pre-populate a 

parcel in the system, select the 

address as it is in the system. 

Then click Save and Continue 

You will get a Welcome box, to 

continue click Get Started.  Then you 

will complete the items required from 

the top of the page, moving down to 

the end. 



 

 

  

The purpose would be for new infrastructure. 

The Project name should be the development 

name or subdivision name. 

You will notice some items are checked Done and 

some Items are listed as Not Complete. 

**Please click on all the items as there 

may be additional items required for 

your particular permit** 

The fee is only estimated at this point and will 

update when your plans are approved.  The 

Infrastructure Permit fee is based on 

quantities of certain items on approved plans. 

Save and continue to scroll down the page to complete all items. 



 

  

This info is automatically generated, you can click 

+ADD CONTACT if there are additional points of 

contacts you want included on the permit. 

Infrastructure Permits will not be 

considered complete until the project has 

received TRC Approval.  Incomplete 

applications will not be reviewed.  Enter 

the TRC permit number in the first box.  

Select the appropriate answer if it also 

impacts NCDOT R/W. Select all the 

appropriate design elements included in 

the submittal. If the development 

traverses multiple tracts of land include 

additional parcel ID(s) in the last box.  All 

boxes with a red asterisk * require an 

answer to continue.  Enter none for the 

last question if no other parcels are 

impacted. Click SAVE 

For Infrastructure Permits, your Contractor must be licensed by the 

State, you can enter it here.  If you have not selected a contractor 

ȅŜǘ ŎƭƛŎƪ ǘƘŜ ōƻȄ ŦƻǊ ά²Ŝ ƘŀǾŜ ƴƻǘ ƘƛǊŜŘ ŀ ŎƻƴǘǊŀŎǘƻǊ ŦƻǊ ǘƘƛǎ 

ǇǊƻƧŜŎǘέ ŀƴŘ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ Ŏŀƴ ōŜ ŜƴǘŜǊŜŘ prior to construction. 



 

  

For Permit Submittals, expand the box.  Items with the red asterisk * require that item(s) to be uploaded.  For 

Infrastructure Permits, the construction plans are required and a completed checklist for plan review is required.  

You may click the name to access the webpage for the Checklist.  Click the Upload button to upload the plans to 

the portal. A combined plan set is preferred but you can upload multiple files (sheets).  Though it will accept all 

file types, please ONLY upload PDF files.  After you upload the files, it will show the number of files where the 

Upload button was and show a date it was received.  You may click the File button again and upload additional 

files as long as the STATUS is PENDING.  Once the STATUS changes to IN REVIEW then the permit will be closed 

for additional files until the review is complete. 

The Record Drawings / As-Builts and Supporting Calculations are deferred for permit submittal.  The Record 

Drawings / As-Builts will be required to close the permit after construction and your project may or may not 

have the need for supporting calculations outside of what is shown on the plans. 

You cannot change or add to the Permit Parcels, this is just what was selected when you started your application. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Permit Conditions are specific conditions that may be associated with your permit.  The default conditions 

will be initially attached but additional project specific conditions may be attached following plan review.  

Review all conditions associated with your permit once it is approved. 

The Permit Fees will be updated based on approved plans once the review is complete.  The Permit Fee must 

be paid in full prior to issuing the permit. 

The Permit Inspections is a place holder.  There are many inspections that will be performed over the 

construction but for Infrastructure Permits they are ongoing and continuous as opposed to a building permit 

where a contractor requests a specific inspection. 

The Permit Approval Steps shows what steps are required prior to issuing the permit and the status of that 

review. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you have reviewed each item and uploaded any required plans, 

click the SUBMIT APPLICATION button on the bottom. 

If you leave this page or do not upload all the required Submittals 

your application will be saved but in an UNSUBMITTED state.  The 

City will not receive or review permits with an UNSUBMITTED status. 

After you submit your Permit a summary screen will appear.  This will still show no current fee since the fee has not 

been calculated yet.  This will show your permit number and status.  The Current Status will initially show as 

PENDING.  Once your permit has been accepted it will change Status to UNDER REVIEW.  Staff will verify items such 

as an approved TRC plan and appropriate files have been included.  Staff will reach out to you if further information 

is needed. 

Under Review indicates you have submitted the requested items.  This does not mean your permit is approved, only 

it is in review. 

It will change to Ready status when the permit is approved and the calculated fees are ready to be paid. 

Once all fees are paid staff will move to Issued status.  This is when work your permit is complete, be sure to check 

again under Permit Conditions as project specific conditions may have been added. 




